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FOREWORD

This modute 1S one of a senes of 127 performance-based teacher
education (PBTE) learming _.a<kages tocusing upon specific pro-
fessional competenc:es of vocational teachers. The competencies
upon which these modules are based were ientrhed and venfied
through research as being important to successtul vocational
teaching at both the secondary and postsecondary levels of in-
struction. The modules are surtable for the preparation of teachers
and other occupanonal trainers in All occupanonal 2reas

Each moduie provides learning expenences thal integrate theory
and applicabon. each culininates with crntenon-referenced as-
sessment of the teacher's {instructor’s, trainer’s) performance of
the spechied competency The matenals are designed for use by
teachers-in-training working indvidually or in groups urder the
direction and with the assistance of teacher educators of others
acung as resource persons. Resource persons should be swiled in
the teacher competencies being developed and should be thor-
oughly onented to PBTE concepts and procedures before using
these matenals

The design of the matenals provices considerable flexibity for
planning and conducting performance-based tramning programs
for preservice and inservice teachers as well as business-indus-
try-labor trainers, to neet a wide vamty of indmdual needs and
interests The matenals are intended for use by universiies and
colleges. state departments of education, postsecondary mstitu-
tons. local educaton agencies, and others responsible for the
protessional development of vocabonal teachers and other occu-
pational rainers

The PBTE cumculum packages in Categones A - J are products
of a sustained research and development effort by the Natonal
Centers Proyram for Professiocnal Development for Vocational
Education Many indnviduals. mstitutions. and agencies partcipat-
ed with the National Center and have made contnbutions to the
systematic development, testng. revision. and refinement of these
very significant training matenals. Cavin J Cotreil directed the
vocational teacher competency research study upon which these
modules are based and also directed the curnculum deveiopment
effort from 1971 - 1972 Curtis R Finch provided leadership for
the program from 1972 - 1974 Over 40 teacher educators pro-
vided input in development of inhal versions of the modules. over
2.000 teachers and 300 resource persons in 20 universities, coi-
leges, and postsecondary institubions used the matenals and
provided teedback to the National Center for revisions and
rehnement

Farly versions of the matenals were developad by the National
Lenter in cooperation with the vocational teacner educatidn facul-
ties at Oregon State University and at the University of Missoun—
Columbia Preiminary testing of the matenals was conducted at
Oregon State University. Temple University. and the University
of Missoun—Columbia

Foiiowing prehminary testing. major revision of ali matenals was
performed by National Center statf. with the assistance of numer-
ous consultants and visting scholars from throughout the country

Advanced testing of the matenals was camed out with assistance
of the vocational teacher educators and students of Central Wash-
ington State College. Colorado State University. Ferns State Col-
iege. Michigan, Flonda State University. Holland College. PE.I .
Canada. Oklahoma State University, Rutgers Umversity, New
Jersey. State University College at Butfalo, New York, Temple
University, Pennsylvamia, University of Anizona, University of
Michigan—Fiint, University of Minnesota- Twin Cities. University
of Nebraska—Lincoln, University of Northern Colorado: Univer-
sty of Pittsburgh, Pennsylvamia, University of Tennessee Univer-
sity of Vermont, and Utah State University

The first pubhshed edition of the modules found widespread use
nationwide and in many other countnes of the world User teed-
back from such extensive use. as well as the passage of ime,
calied for the updating of the content. resources. and llustratons
of th2 onginal matenals Furthermore, three new categones (K-M)
had ~cen added to the senes, covenng the areas of serving
students with special/exceptior.al needs, 1mproving students’
basic and personal skills, and implementing competency-based
education This addition required the articulation of content arong
the onginal modules an< those of the new categories

Recogmtion 1s extended to the following individuals for *herr roles
\n the revision of the onginal matenals Lois G Harnington. Cath-
enne C King-Fitch and Michael E Wonacott, Program p.ssociates.
for revision of content and resources, Cheryl M Lowry. Research
Speciabst. for lustration specifications. and Barbara Shea for
artwork Special recognition 1S extended to the staff at AAVIM
for their invaluable contributions to the quality of the final pnnted
preducts. particularly to Sylvia Conine for typesetting, to Marilyn
MacMillan for module layout. design. and final artwork, and to
George W Srmith, Jr for supervision of the module production
process

THE NATIONAL CENTER
FOR RESEARC!I W YOCATIONAL EDUCATION

'€ Ora0 STATE UNSVERSITY
950 KENNY Q0AD  COLUMBUS OH0 412G

The National Center tor Research 1 Vocational Educabion s mis-
s100 1S to inCrease the abitty of diverse agencies, nstitutons, and
organizations to solve educatonal problems relating to ndmdual
career planning. prepasation, and progression The National Center
fulfills ts mission by

* Generatng knowledge through research

» Developing educational programs and products

» Evaluating indvidual program naeds and outcomes

» Providing informaton for natonal planming and policy

¢ Instaling educational programs and progucts

» Operating information systems and senvices

» Conducting leadership development and training programs
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The !/ for I el Matenais

120 Onftrmer Enginsenng Center
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The Amencan Association for Vocationai Instructional Matenals
(AAVIM) 1s a nonprofit national insttute

The institute 1s a cooperative effort of unversiies, colleges and
dnisions of vocational and technical education in the United States
and Canada to pronde for excetlence in instructional matenais

Direction 15 given by a representative from each of the s*ales.
provinces and terrtones AAVIM also works closely with teacher
organmizations, government agencies and industry







INTRODUCTION

A long-range plan of any kind answers three ques-
tions, as follows:

* Where do | want to be at a given time?
s Why do | want to be there?
* How can | get there?

The long-range plan is a kind of road map for your
trip. With map in hand, you plot the shortest distance
over the best roads to reach your destination: the
goals and objectives you set.

Unfortunately, no matter how good your planning
is, you cannot always be certain that detours, road-
blocks, new construction, or freaks of nature won’t
interfere. So, you must be ready to sidetrack, to
detour, to find another way to reach your goals. With
a long-range plan, you are prepared to meet the
unexpected—to face the challenge with a clear
mind—because you know where you want to be at
a specific time.

Long-range planning in vocational-technical
education serves many important functions; for
example:

.

I

« It helps you define the program’s educational
mission.,

« It helps the administrator and iriterested com-
munity members to recognize what it is they are
being asked to support.

« |t helps you discover detours, roadblocks, and
unexpected changes in direction before they
stop your progress.

* It assists you in determining needed facilities,
equipment, and staff.

¢ 1t helps you prepare a budget that will /esult in
efficient use of your resources.

e It affords you an excellent opportunity to con-
tinually evaluate your program and its progress.

A popular saying among managers is, *‘Definite
plans produce definite results; indefinite plans do not
produce indefinite results—they typically produce no
results at ali.” This module is designed to help you
gain the knowledge and skill you will need to develop
definite long-range plans. Don’t underestimate the
value of a long-range plan—because, of course, you
plan to succeed.
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ABOUT THIS MODULE

Objectives

Enabling Objectives:

1. After completing the required reading, demonstrate
knowledge of the concepts involved in developing long-
range plans for a vocational-technical program {Learn-
ing Experience 1).

2. After completing the required reading, develop a sec-
tion of a long-range plan for a vocational-technical pro-
gram (Learning Experience II).

Prerequisites

To complete this module, you must have competency in
developing program goals and objectives. If you do not
aiready have this competency, meet with your resource
person to determine what method you will use to gain this
skill. One option is to complete the information and prac-
tice activities in the following module:

* Develop Program Goals and Objectives, Module A-6

Resources

Alist of the outside resources that supplement those con-
tained within the module follows. Check with your resource
person (1) to determine the availability and the location
of these resources, (2) to locate additional references in
your occupational specialty, and (3) to get assistance in
setting up activities with peers or observations of skilled
teachers, if necessary. Your resource person may also be
contacted if you have any difficulty with directions or in
assessing your progress at any time.

Learning Experience |

Optional
Referance: Bregman, Raiph. A Mode! for Planning
Vocational Education at the Local Level. IN 153, Col-
umbus, OH: The National Center for Research in
Vocational Education, The Ohio State University.
1979.
Refsrence: VanAusdle, Steven. Comprehensive Insti-
tutional Planning in Two-Year Colleges: Volume I—
An Overview and Conceptual Framework. SN 26. Col-
umbus, OH: The National Center for Research in
Vocational Education, The Ohio State University,
1980.

Referance: VanAusdie, Steven. Comprehensive In-
stitutional Planning in Two-Year Colleges: Volume I—A
Planning Process and Case Study. SN 27. Columbus,
OH: Thie National Center for Research in Vocational
Education, The Ohio State University, 1980,

A vocational-technical administrator or teacher, ex-
perienced in long-range program planning, with whom
you can consult.

Learning Experience i
Required
A resource person to evaluate your competency in
developing a section of a long-range program plan
for a vocational-technical program.

Learning Experience Ili
Required
An actual teaching si*uation in which you can develop
long-range program plans.
A resource person to assess your competency In
developing long-range program plans.

General Information

For information about the general organization of each
performance-based teacher education (PBTE) module,
general procedures for its use, and terminology that is
common to all the modules, see About Using the Nationat
Center’s PBTE Modules on the inside back cover. For
more in-depth information on how to use the modules in
teacher/trainer education programs, you may wish to refer
to three related documents:

The Student Guide to Using Performance-Based Teacher
Education Materials is designed to help orient preservice and
inservice teachers and occupational trainers to PBTE In
general and to the PBTE matenals.

The Resource Person Guide to Using Performance-Based
Teacher Education Materials can help prospective resource
persons to guide and assist preservice and inservice teachers
and occupational trainers in the development of professional
teaching competencies through use of the PBTE modules.
I also sacludes lists of all the module competencies, as well
as a Iisting of the supplementary resources and the addresses
where they can be obtained.

The Guide to the Implementation of Performance-Based
Teacher Education is designed to help those who will admin-
ister the PBTE program. It contains answers to implementa-
tion questions, possible solutions to problems, and alternative
courses of action.




Learning Experience |
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Activity

tion sheet.
1 .

For information on developing long-range program goals and the functions
of and steps in organizing your fong-range pian, read the following informa-

DEVELOPING LONG-RANGE PROGRAM PLANS

Long-range program planning serves as the road
map for a successful journey through vocational-
technical education. Like a road map, a long-range
plan must be prepared ahead of time and consulted
as you progress. Planning for the future gives direc-
tion to any changes that must be made. Vocational
teachers are usually expected to develop long-range
plans for their programs, as well as more immediate,
annual plans.

Long-range program plans need to be developed
using an orderly process such as the one that
follows:

1. Talk with knowledgeable people in your field
(e.g., state department and university person-
nel, leacers in state and local vocational
associations) in order to anticipate future
developments in occupational education.

2. Gather information about employment trends
in your occupational specialty area. These
statistics will be critical to you in making deci-
sions that will help in the formulation of long-
range program plans.

3. Become knowledgeable about the long-range
plans for vocational-technical education in your
community. (Incidentally, your questioning may
be the push your administrator needs to begin
to make any necessary changes.)

4. Devslop program goals (statements of what is
to be achieved) based on the knowledge you
have gained In the preceding steps.

5. Estimats, to the best of your knowledge, the
resources, (e.g., facilities, funds) that will be
needed to accomplish the gr:als you have set.

6. Develop a systematic plan of activities to get
from where you presently are to where you
want to go in the future. Include in the plan a
means for obtaining feedback concerning your
progress.

The process of developing i0ny-range program
plans should provide you with the caportunity to
communicate and share ideas with administrators,
co-workers, advisory committees, university and
siate department personnel, key community person-
nel, and business and industry associates. These
people can help you develop effective long-range

plans by contributing ideas through formal and in-
formal discussions. The final responsibility of writing
the plan may be yours, but preliminary communica-
tion with rany other people will help ensure that you
develop realistic program plans, through which your
program goals can ultimately be achieved.

Long-range program plans can be developed for
a series of courses in a specific occupational area,
for a whole service area or cluster, or for the total
vocational-technical program. Ideally, program plan-
ning would occur at each of these levels, with coor-
dination between levels.

Logic dictates that program goals and objectives
be established before program planning can be car-
ried out, since they are the foundations on which
long-range plans are built. However, total long-range
plans go beyond the goals and describe the means
for achieving them. Effective long-range plans are
not merely statements of good intent. They are
specific plans for action, with responsibility
designated for their achievement.

For each goal, there should be objectives and ac-
tivities to make sure that the goal is achieved. The
long-range plan may, for example, include a goal
of enrolling 50 percent more females and minority
group members within three years.

. -
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One objective under that goal might be to make
more females and minority group members aware
of the program. An activity designed to achieve that
objective might be to produce a brochure aimed at
females and describing their opportunities in the oc-
cupation. Another activity might involve working with
school counselors to identify minority students with
whom you could discuss the program. (See sample 1
for several examples of the relationship between
goals, objectives, and activities.)

The point is that long-range plans must be broken
down into manageable sections in order to be prac-
tical and functional. Plans should be broken into
identified segments, or steps, with deadlines for
each stage. Activities are completed, thus achiev-
ing an objective. Objectives are achieved, thus
meeting the goals. When all goals are met, you have
fulfilled your long-range plans. However, your plans
are never truly completed, because a long-range
plan should be a growing, changing thing.

To reach an ultimate goal, such as a goal of mak-
ing training available to all students, the plan must
be structured so that each year it can be reviewed
and revised in the light of new evidencs. If, in spite
of preducing and distributirg an attractive brochure,
the number of females in the program did not in-
crease, then new promotional techniques should be
devised—or the long-range plans should be reex-
an.ined to cdetermine whether the goal is realistic.

Typically, long-range plans project activities for the
next three to five years. This is probably the most
efficient span, because changing technology and
new emerging occupations make it difficult and in-
efficient to attempt to plan beyond a five-year time
span. It should be notea that according to the Carl
D. Perkins Vocational Education Act of 1984 (P.L.
98-524)—

Any state desiring to receive funds from its allot-
ment for any fiscal year shall submit to the
Secretary a State plan for a 3-year period in the
case of the intial plan an? a 2-year period
thereafter, together with suc. '-nual revisions
as the State board determinet  be necessary.

A plan can become too rigid if it is spelled out in
too much detail. What should occur is that the
general direction the vocational-technical program
should take for the next three to five years should
be described through goals, objectives, and activi-
ties. Then, each year, with the assistance of your ad-
visory committee and other key people, you should
reevaluate the plan, make changes where neces-
sary, and add a year of directions to the program
plan so that it is always three to five years ahead.
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SAMPLE 1

PROGRAM GOALS, SPECIFIC OBJECTIVES,

AND ACTIVITIES
I. Goal: Organize the vocational program on the basis of accurate human resource
information.
Specific By 1990, a human resource supply-and—domand study of allied health occupa-
Objective: tions will be completed in Blueblood County, with a roport forwarded to the ad-
; visory committee.
Activities:  Organize a human resource aupp!y-and—demand -survey.
Conduct the-human resource: supply-and-demand survey. :
Analyze the resuits of the human resoiirce- aupply-and-domand survey.
Prepare recommendations related to amed health for the advlsory committee.
Il. Goal: Keep the vocational program content rolovant to student needs.
“Specific By 1990, a follow-up study of business and office students will be completed and
Objective: reported to the faculty and school adminlstmtors
Activities:  Gather data on student withdrawals and dropouts.
Anglyze data on withdrawals and dropouts.
Prepare instruments for student follow-up.
Conduct the student follow-up.
Gather opinions from employers of program graduates
Analyze data.
Report the data to faculty members and administmtors
ll. Goal: Utilize an advisory committee to help gulde and maimaln the vocational program.
Specific By the next school year an advisory oommlttee for the fire science program will
Objective: be established to assist and advise the faculty and the board on matters pertain-
ing to curriculum and facilities:
Activities:  Determine the chain of command within the institution.

Assess the attitudes of school administrators, teachers, and members of the com-
munity toward advisory committees.

Determine what other educational advisory committees exist in the school and
community.

Keep the administrator informed of efforts to organize an advisory committee.
Prepare a written rationale for having a-fire science advisory committee.
Prepare a statement of purpose as a charter for the advisory committes. (If a task
force is used to develop this, additional steps must be added.)

Obtain permission from the appropriate administrative unit (such as the board)
to organize a fire science advisory committes.




How Does One Proceed?

The major guestion that first must be answered—
and the question that will infiuence all other factors
in a long-range program plan—is, What should the
vocational-technical program in my school or col-
lege look like three to five years from now? With
the help of your advisory coinmittee, your administra-
tion, and state department and university personnel,
you must begin with a statement of assumptions
about the future and about the nature of the occupa-
tional program. These assumptions establish the
framework for iooking at the vozational-technical pro-
gram of the future.

Assumptions should not take the form of wild
guesses. Instead, they should be logical, carefully
determined decisions, made on the basis of occupa-
tional supply and demand, coramunity survey data,
and other related factors, such as the social,
economic, political, and educational forces that
prevail. Examples of a few such statements of basic
assumptions follow:

« The student enroliment of the school will remain
essentially stable over the next five years.

e Fernales will be seeking training in occupational
programs that are at present exclusively the
province of males.

« There will be a decreasing demand for training
in agricultural-related occupations because of
the gradual urbanization of the area.

o Limited funding for vocational education will pre-
vent the addition of technical programs requir-
ing sophisticated and expensive equipment.

e There will be increasing pressure to make voca-
tional education more readily available to handi-
capped students.

After you have established assumptions about the
furre, the next steps involve moving the program
of the present to the perceived program of the future
Before planning the future you must be well aware
of the present, because the present—no matter how
good or bad—is the foundation on which you must
build. This can be accomplished in a four-step
procedure.

Step 1: Gather information about the communi-
ty. If a community st'rvey is available, consider this
to be the starting point of your understanding of the
present.! All kinds of information and data that can
help you gain « better understanding of the present
are available from a community survey.

1 To gain skill in planning, conducting, and reporting the findings of a com-
munily Survey, you may wish to refer to Module A-1, Prepare for a Com-
munity Survey, Modute A-2, Conduct a Communtty Survey. and Module A-3.
Report the Findings of a Community Survey

Community survey data—such as present and
projected school enroliments, number and kinds of
faculty, present facilities and equipment, present cur-
riculum offerings, administrative organization of the
school system, budgetary allocations, and the institu-
tion’s tax base—help define the scope of the present
situation. Knowing students’ occupational interests
and, at the secondary level, kiowing the expectations
of parents in your community are also important.

Step 2: Search out information on occupational
supply and demand. Decision makers responsible
for planning educational programs that are designed
to prepare persons for specific occupations and skiils
must be aware of occupational supply and demand.
The Perkins Act of 1984 states that vocational pro-
grams need ‘‘to meet the needs of the Nation’s ex-
isting anc future work force for marketable skills and
to improve productivity and promote economic
growtn.”

Where does one find this important information?
The employment services office in your town or
neighboring county seat is one source of up-to-date
information on employment trends. its files and
records show peak and low periods in local employ-
meiit and industry. The U.S. Department of Labor,
Bureau of Labor Statistics aiso publishes informa-
tion on employment, which you may find in your
library.

Another source is your state occupational infor-
mation coordinating committee (SOICC). The
SOICCs and their national counterpart, the National
Occupational information Coordinating Committee
(NOICC), were set up by the Education Amendments
of 1976 to develop, implement, and coordinate an
occupational information system. One of the respon-
sibilities of the SOICCs is to link those who use and
those who develop labor supply-and-demand infor-
mation.
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Furthermore, each state bureau of vocational
education reports on vocational program comple-
tions and expectations for that state. You can write
to your state supervisor for these materials. In addi-
tion student follow-up studies can tell you something
about the success your former students have had
in gaining employment in their field.2

Step 3: Se. .uture program goals. Based on the
previous information, you should assess the present
situation and set future program goals. Keep in mind
that not all goals are of the same size and scope,
and this will affect (1) the length of time needed to
meet each goal and (2) the .esources you will need.
Consider the following two examples of how program
goals can be developed:

* Mr. Clifford, a perceptive business education
teacher, is aware that although his graduates
are well prepared in the basic secretarial skills,
they seem to be unable to compete for jobs. It
appears that (1) the local employers are hiring
people with fewer skills than those of his grad-
uates and (2) a majority of the newly employed
secretaries come from an adjacent school
district.

Upon studying the problem and talking with
some of the local employers, Mr. Clifford has
decided that his students could benefit from a
unit on how to get a job. Goal: Teach a unit on
applying for a job, filling out applications. and
interviewing for a position, This is a smaller-
sized program goal, involving a limited amount
of time and resources.

It has been brought to Mr. Clifford’s attention—
both b his advisory committee and by many
of the employers in the area—that his students
wouid benefit from on-the-job work experience
before they graduate from his program. Goal:
Provide cooperative work experience as an in-
tegral part of the businass ecucation program.
Because of the extensive curricular changes re-
quired, the necessity of identifying and
establishing good training stations, and the
possible need for additional staff to coordinate
the on-the-job experience, this program goal
could be classified as a major one.

Step 4: L. .t the activities for reaching goals.
You need to sequence the activities for achieving
the goals. This may involve determining the order
in which facilittes and equipment will be obtained,
the order in which additional teaching personnel will
be employed, or the order in which funds will be
spent for these items.

2 To gain skill n obtaning employment information using follow-up studies
you may wish to refer to Modute A-10 Conduct a Student Follow-Up Stuay

10

Planning how one spends money for the acquisi-
tion of facilities, equipment, and perscnnel is sim-
Ply a matter of creating a long-range budget. It is
through the budgeting process that one is able to
spread the expenses evenly over a period of years.
Itis also through this process that one is best able
to make day-to-day economic decisions that will, in
the long run, be most appropriate in terms ~f ac-
complishing long-range goals.

As an example, a health occupations teacher may
need an expensive microscope for teaching the typ-
Ing of blood. The teacher could decide that, rather
than buying a cheaper model with little magnifying
power, he/she will delay purchase for two years un-
til a better mode! can be afforded. He/she can then
buy the model which better fits into the long-range
program plans and v+hich will permit the students to
perform more sophisticated procedures.

In summary, a long-range program planincludes
feur basic concepts, as follows:

* Forecasting the future from data obtained from
a community survey, the study of occupational
supply and demand, and student and (at the
secondary level) parent interests

* Setting broad program goals for the future

* Estimating the resources needed to accomplish
the program goals

¢ Developing activities for the accomplishment of
these goals

Furthermore, long-range planning involves
developing courses of action to reach sgecific pro-
gram goals. Orderly growth, better coordination with
faculty and administrators, better coruvunication,
and more realistic decisions are among the ad» an-
tages of long-range planning. Fewer crises will arise
f long-range plans are used, because problem areas
are anticipated and the need for resources is
recognized. The process cf develuping a long-range
program plan involves analyzing data conceming the
community, recognizing vocational-technical goals,
and determining the activittes and resources
necessary to accomplish these goals.

O



You may wish to read one or more of the following supplementary references:

« Bregman, A Model! for Planning Vocational Education at the Local Level,
focuses on community participation in the ptanning process. The author
discusses a comprehensive, generalized mode! and its application to

- vocational education.

/ Optional « VanAusdle, Comprehensive Institutional Planning in the Two-Year _Col-

Activity leges: Volume I—An Overview and Concepiual Framework, provides

information on initiating or improving one’s approach to planning. It in-

\ 2 ' cludes an overview of the literature, a conceptual framework, recent
\ ' trends, problems. and planning characteristics.

» VanAusdle, Comprehensive Institutional Planning in the Two-Year Col-
leges: Volume ll—A Planning Process and Case Study, provides a
step-by-step approach to the development and implernentation of a
comprehensive planning process. It includes a case study of the plan-
ning activities at one community college.

To increase your understanding of specific procedures used in drafting 2

long-range plan, you may wish to arrange through your resource person to

interview individuals who have had experience in developing and using a

long-range plan. Some suggestions for such persons include an experienced

vocational-technical teacher, a department head, or a local vocational ad-
/ ™ ministrator. During the interview, you may wish to ask such questions as the
following:

>
e
<
<
.

@

Who provided the information used in the long-range plan?
How was information collected for use in the long-range plan?

‘ ~ ’ What problems were encountered durina the development of the long-
range plan? How were they soived?

What parts of the plan proved to be particularly valuable?

You might also wish to ask to examine a copy of a long-range program plan,
if available. ’

-
o
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The following items check your comprehension of the material in the infor-
mation sheet, Developing Long-Range Program Plans, pp. 6-10. Each of
the four items requires a short essay-type response. Please explain fully,
but briefly, and make sure you respond to all parts of each item.

SELF-CHECK

1 Mr. Thorton was a bit urhappy and was expressing his feelings to a colleague in the business depart-
ment. “*There is not much point in long-range planning because the plans are never achieved anyway.
As | see it, our function is to educate our students so they will be competent secretaries, and | already
have the best stenographic program in the state.”

Assume that you are the colleague and have been appointed by the department head to develop a long-
range pian f‘or the business department. Develop a response to convince Mr. Thorton that long-range
planning is important.

2 Suppose you were tne chairperson for a committee of vocational-technical instructors who were work-
'ng out 2 long-range plan *or their occupational program. What kinds of information and materials would
you try to gather for the committee as they began to develop their plans?




3. Ifthe long-range plan for your program spans a time period of three to five years, it would seem logical
‘ to make detailed plans for the various activities and action steps that should take place during the entire
five years. Would you make such plans? Why or why not?

4. Making plans three years or so in advance means planning for a future that is unknown and often
unknowable. How can a vocational-technical teacher be expected to be an expert fortune-teller and plan
‘ a program for conditions that don't yet exist?

-l
an
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Feedback

Compare your written responses to the self-check items with the model
answers given below. Your responses need not exactly duplicate the model
responses; however, you should have covered the same major points.

MODEL ANSWERS

1. Mr. Thorton’s thinking seems to be limited to the

day-by-day operation of hic own stenographic
program. He needs to realize the benefits that a
'ang-range plan can tring, not only to his own
program but to the whole business department.

For example, during the preparation for a long-
range plan, data gathered in a student follow-up
study may indicate a need to add a unit on
simulated stenographic office practice. Review-
ing employment data may reveal that a data pro-
cessing program should be developed in the
school. A carefully thought-through long-range
plan may obtain the support of the administration
for additional equipment, whereas an unsubstan-
tiated request would be turned down.

By working within the context of a long-range
plan, Mr. Thorton could use his time and energy
to best effect, working on activities that lead to
definite objectives and desired goals, instead of
expending effort in a perhaps haphazard way.
Even though Mr. Thorton has a strong program
now, with a long-range plan h+ can be relatively
assured that, in three or five years time, it will be
significantly better. He will be in control of its
direction, instead of simply having to react to the
pressures or problems of the moment.

. Committee members may need access to a great
deal of materials and information from many
sources before they can identify future trends in
occupational programs and gnals for a voca-
tional-technical program. Consequently, a wide
range of materials should be made available to
them, including such items as the following:

e QOccupational surveys

e Community surveys

* Prior long-range plans for the institution or
district

Present and projected enroliments

15

« State reports concerning the type, number,
and location of secondary and postsecond-
ary programs in your occupational area

» Program and/or institutional budget reports
or summaries

e Equipment inventories

¢ Local and state employment statistics for oc-
cupations in your vocational-technical area

¢ Evaluation materials, such as follow-up
studies of graduates, local or state voca-
tional program evaluations, and regional ac-
creditation evaluations

» Perceptions concerning possible future
trends obtained through conversations with
local and state vocational leaders, area
supervisors, or university and college
personnel

e Information on present and projected
employment gathered from government,
business, civic, and community sources

« Information on current happenings in the
vocational field and future curriculum trends
provided by state deoartment personnel

¢ Information on program strengths and
weaknesses as revealed through conversa-
tions with past graduates and empioyers of
past graduates

« |nformation on current conditions in the field
provided by of‘icers and leaders in voca-
tional and professional organizations

3. The long-range plan should indeed provide for the

general direction of the vocational-technical pro-
gram for the next three to five years. This allows
for continuity in the work of carrying out the plan
and prevents too much emphasis being placed
on the shifts of pressure that may take place
month by month or year by year.




Conversely, however, plans in detait should on-
ly be made for the next year (or perhaps twc
years). A year's detailed plan provides the
thorough guidelines needed (1) to undertake and
supervise all the activities required to reach the
objectives for that particular year and (2) to
evaluate progress as the effort continues. At the
end of each year, the teacher and the commit-
tee with which he/she is working can review the
year’s progress toward the agreed-upon goals.
They can then modify or adjust the lono range
plan somewhat, if this seems neccessary or
desirable, and can add anothe, year’s plans to
the end of the long-range plan.

If the total three- to five-yea’ plan were drawn out
in compiete detail, it would become far too inflex-
ible and would not readily permit the change and
rethinking that tend to keep it fresh and vital.
Although it might appear logical to construct a
total long-range plan in detail, in actuality this tac-
tic would be self-defeating to the real progress
of the vocationai-technical program.

. The answer is, of course, that the vocational-
technical teacher cannot see into the future and
will not be able to make perfect plans for the pro-
gram of three years hence. What 1s needed is not
a crystal ball but a clear insight into the problem.
A Ouija board is much less helgful than a great
store of information.

Part of that information should be from the im-
mediate past, describing where the program
came from and how it has been developing.

Another vital part of the information (and this
should not be simply taken for granted) is about
the present. What are the characteristics of the
program today? Who are the students? What are
present occupational conditions and needs?
From these sources, intelligent assumptions can
be made about the next few years.

Observing the patterns'that have developed from
the past through the present allows you to pro-
ject those same patterns into the future with at
least some degree of confidence. Assume, for in-
stance, that the enroliment in the school has been
growing at a steady rate for the last several years
and there are no data that indicate any probable
change in conditions in the community. As a
result, you could assume that in three years the
enroliment will probably be higher thanitis now.

Of course, there may be some sudden and un-
foreseen shift in population (great numbers of
people may leave the community because the
main industry in town has fallen upon hard times),
but the teacher/planner cannot be expected to
predict that.

Backed up by a great deal of solid evidence and
hard facts, the teacher can make some very valid
assumptions about the future—not perfect
perhaps, but certainly much better than guesses
and good enough to form the basis of a strong
long-range plan for the vocational-technical
program.

Level of Performance: Your written responses to the self-check items should have covered the same ma-
jor points as the model answers. If you missed some points or have questions about any additional points
you made, review the matenal in the information sheet, Developing Long-Range Program Plans, pp. 6-10,
or check with your resource person if necessary.
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Activity

For information on devices that can help you prepare and organize an effec-

tive long-range plan, read the following information sheet.

1

PREPARING A LONG-RANGE PLAN

The key to long-range planning is to start with
some assumptions about what you want yeur voca-
tional-technical program to look like in three to five
years and then to follow four steps:

1. Gather information about the community.

2. Search out information on occupational supply
and demand.

3. Set future program goals.
4. List the activities for reaching the roals.

Once you have worked with your advisory commit-
tee, administrator, state department or university
personnel, and others to set realistic goals, you
should be ready to prepare the actual written long-
range plan. To aid you in planning, there are a
number of charts and forms you can use to struc-
ture the step-by-step development of the plan: time
planning chart, resource planning chart, activities
outline, and procedural planning chart.

Time Planning Chart

A time planning chart similar to the one in sample 2
can help you schedule when work on a goal should
be started and when the goal should be accom-
plished. While this and subsequent samples use the
diesel mechanics program as an example, tlie
samples can be applied to all occupational
specialties.

18

Once the program goals have been identified, they
have to be translated into specific program objec-
tives. On the time pianning chart in sample 2, the
numbers representing the three program objectives
are entered in the left-hand column.

The starting and target dates have been entered
under the appropriate semesters. The starting date
is that time when you will actually begin the action
steps to accompiish the goal. The target date is the
date when you hope to have accomplished your pro-
gram goals. Remember, everything cannot be ac-
complished at one time or by one person. You may
need to share responsibilities with other staff
members.

The overall purpose of this procedure is to allow
you to consider the starting and target dates in light
of your potential work load and that of other depart-
ment personnel. The chart is not plotted in detail but
functions as a point of reference for further planning.

Since it is unlikely that you will be able to start and
end all action steps at the same time, the time plan-
ning chait allows you to plan your work and rearrange
the work load to make the job feasible. By juggling
the starting dates and target dates for each program
objective, you will be able to spread your work load
more evenly and have it mesh with the work loads
of other staff members.

Resource Planning Chart

Sample 3 provides an example of one method of
planning for the additional resources you need in
order to implement a program objective. The exam-
ple used is limited in its scope. If one were going
to add an entire program, such as a diesel mechanic
training program, the extent of the planning would
be much greater.

In addition to equipment costs, you would have
the costs of additional teaching staff and an entire
laboratory to consider. Quite likely you would also
have expenses for such services as consultants’
fees and architectural fees. However, regardless of
the size and scope of a program objective, the pro-
cedure for planning for the additional resources re-
mains basically the same.
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Aruitoxt provided by Eic:

SAMPLE 3

RIC

inventory supplies

Parts catalog

Stepladder $ 1,304.50

Staft

Teaching assistant {1z time) 6,000.00

Facilitics

Shelves for storage 25.00 L

Brick wall 375.00 1

Bench and counier 200.00 600.00

Services :

Custodian (% time) 3,000.00 3,000.00
GRAND TOTAL $10,504.50

Activities Outline

An activities outline 15 a very simple histing of ihe
activittes or action s:eps that need to te accom-
plished in order to meet a specific program objec-
tive When you first generate this fist of activities, the
order 1s not criical The important point i1s that the
steps listed constitute what actually needs to be
done

The breakdown of objectives into action steps 1s
usually completed as part of the detailed planning
for only one or two years of the long-range plan |f
an objective involves a whole service area and
several facuity members, you would also need to
designate who would be carrying out each of the ac-
tion steps After all the steps have been idertified,
it1s then helpful to sequence them in the order in
which they will be cart.ed out. Listing the action steps
enables you to estimate the work required to ac-
complish a parucular objective

20

For program goals and objectives involving few
steps, you may wish to combine the breakdown of
activities and the dates for completing the steps on
one chart (see sample 4) If this chart 1s used, the
need for a separate procedural chart 1s eliminated

Procedural Planning Charts

Next. it 1s important to decide when the action
steps are to be taken Basically, what we are talk-
Ing about is ime You can't do everything at once,
but it 1s amazing what you can accomplish by
spreading your efforts over a period of ime You can
organize your efforts by simply developing a plan-
n'ng catendar or by using a systems apprcach, such
as a flow chart or Gantt chart A 12-month planning
calendar 1s useful for planning because it 1s simple
and easy to use
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Aruitoxt provided by Eic:

On a planning calendar, the months in which
each step is to occur are indicated, as illustrated in
sample 5. A pianning calendar is limited to indicating
critical events in the project, not continuing progress.

The Gantt chart is particularly effective in show-
ing processes that must be completed over a span
of time. On the Gantt chart, you indicate the sched-
uled beginning and completion dates of each activi-
ty, connect the two marks, and label the time line.

SAMPLE 4
A

The activities should be organized from top to bot-
tom on the chart in the order of the beginning date
(see sample 6).

If a large number of activities (usually over ten)
must be completed in order to achieve a goal, you
should consider using a flow chart. Flow charts
clearlv illustrate the order in which activities are to
occur, and dates for the compietion of each activity
are added to each box. Examples of types of flow
charts are shown in sample 7.

ACTIVITIES AND PROCE

.
s VIR e ek
¥ 5

RIDS .

e
i




SAMPLE 5

12-MONTH PLANNING CALENDAR

smpll[auly Aug. | Sept. | Oct. | Nov. | Dec. | Jan. | Feb. |March| April | May | June
1 X ‘ X
2 lI';X X
3 || x X
4 X | X
AL x
——
6 X X
7 | x X
8 X X
9 ' X X X

22




SAMPLE 6

GANTT CHART

1
July

2

Aug.

3

Sept.

4
Oct.

Gather curricuium materials

Develop equipment specification list

Prepare les=on plans

Order equipment

Teach unit

Evaluate unit

23




SAMPLE 7

TYPES OF FLOW CHARTS

Linear &q@noc of Activities

Concurrent Activities
1

>
»
>

Combination of Concurrent
and Linear Activities

AN

—bi e

/‘1
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Evaluation Component

The final alement in the planning process—
evaluation—is too frequently treated as an after-
thought brought about by someone or some group
asking, “‘What is that pregram accomplishing?”’
Then, typically, steps must be taken to gather data
to assess what is really happening. Obviously, ap-
proaching evaluation in this manner makes it difficult
to be thorough or efficient.

If evaluation is considered as part of the long-
range planning process, provision can be made for
gathering evaluation data during the act.on steps.
This allows appropriate modification of the program
to be made continually throughout the process, as
well as at the end. Approaching evaluation ‘1 this
way may save you a great deal of time and effort and
may be extremely valuable in helping you to reach
your desired goals.

e What data should be gathered?

e What evaluation activities should be used?

e What should be the timetable for executing
various evaluation activities

e What records and reports should be
maintained?

Evaluation should be a continual process
throughout the period during which the long-range
plan is in effect.3 Periodically, perhaps at the end
of each school year, you should review the evalua-
tion data and ask such questions as the following:

e What progress has been made on the long-
range plan?

» How can the various phases of the work be
made more effective?

e What modifications need to be made in the plan
in light of the data?

In assembling the evaluation component of the
long-range plan, you will want to consider the fu .ow-
ing questions:

3 To gamn skl n evaluating your vocational program, you may wish to
refer to Modute A-11. Evaluate Your Vocabonal Program

Select a program within your cccupational service area with which you are
familiar. Based on your present knowledge of the program you have selected.
select one program goal for that area for use in developing a section of a
long-range plan. (If you had actually been assigned the task of developing
along-range plan for a real program in an actual school or college, you would
need to obtain input and information from a variety of sources. For this prac-
tice activity, simply use your familiarity with the purposes and needs of the
program you have selected to generate your goal and, from it, the long-range
pian.)

Activity
2

Develop a section of a long-range plan to achieve the selected goal. This
will involve completing the following steps:

* Generate twc to three program objectives to achieve the goai you have
identifi=d.

« |dentify realistic target dates for the implementation of the goal and for
the start and completion of the work on each objective. You may use
the Time Planning Worksheet, p. 26. to guide you in determining the
dates.

e Select onc >f the specific objectivas you have generated, and identify
the resources (e.g., facilities, equipment, services, staff) needed to
achieve this objective. You may use the Resource Planning Worksheet.
p. 27, to guide you in completing this step.

¢ ldentify the activities or action steps needed to accomplish the objec-
tive you have selected. If people other than you will be involved, indicate
who Iis to be responsible for each activity. You may use the Activity Plan-
ning Worksheet. p. 28. for this task.

e Identify the order in which the action steps should occur. Depending
on the activities, you may wish to use the Activities and Procedural
Worksheet, p. 28; the 12-Month Planning Calendar Worksheet. p. 29;
the Gantt Planning Worksheet, 15. 30, and/or a flow chart.

Activity

ERIC 5 07




TIME PLANNING WORKSHEET

Pregram Goal:
Program Objectives:

Objectives Present Year 2nd Year 3rd Year
st 2nd 1st 2nd 1st 2nd
term term term term term term
E z !
i
! }
| ,
| i
: |
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! !
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RESOURCE PLANNING WORKSHEET

Program Objective:

Estimated
items Cost Total

Equipment

Staff

Facilities

Services

GRAND TOTAL
27

D
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ACTIVITY PLANNING WORKSHEET

Program Objective:

1.

® N O o s N

Action Steps or Activities:

ACTIVITIES AND PROCEDURAL WORKSHEET

Program Objective:

Activity Action Steps or Activities to Completion Dates
Sequence Accomplish Objectives Earliest | Latest | Actual | Staff Member
i
|
,
|
|
|
' U

A RN
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12-MONTH PLANNING CALENDAR WORKSHEET

Steps

July

Aug.

Sept.

Oct.

Nov.

Dec,

Jan, | Feb.

March

April

May

June

10

11

12

29
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GANTT PLANNING WORKSHEET

July

Aug.

Sept.

Oct.

Nov.

Dec.

Jan.

Feb.

March

10
April

1
May

12
June

Feedback

4

30
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After you have developed your partial long-range plan, arrange to have your
resource person review and evaluate your work. Give him/her the Long-Range
Planning Checklist, p. 31, to use in evaluating your plan.




® LONG-RANGE PLANNING CHECKLIST

Direr+ions: Place an X in the NO, PARTIAL, or FULL box to in. ite that ~ "eme
eact. . the following performance components was not accomplished, par-
tially accomplished, or fully accomplished. If, because of special cir-  Date
cumstances, a performance component was not applicable, or impossible

to execute, place 2n X in the N/A box. Resource Person

LEVEL OF PERFORMANCE

9/7,‘ y

In developing a section of a long-range plan, the teacher: ,gv
1. selected a program goal that is:
a. significant to the development of the selected vocational-technical

PROGRAM . . o\ o oo eee e et e D
]

ye)

b. realistic (attainable) ................... e

2. developed specific program objectives that could lead to the ac- D
complishment of the goal ... . ............. oo

3. identified realistic starting and completion dates for achieving the goal D

4. dentified a series of activities or action steps that are: D
a. relevant to the selected objectives . . ..... e e e

‘ b. realistic (attainable) ...... ..... e e e e D

5. allowed a sufficient amount of time to complete each activity or ac- D
tonstep. ... ....... e e e

6. included a calendar or chart clearly indicating each of the specific D
events in the plan .. ... e e e e e

1 A O
O 0 0 0dd dd oo

7. included a flow chart or other chart indicating a logical progression D
of @aCtiVItIiBS . ... .. . e e

8. accurately estimated the resources required to reach each selected
objective . . e e e e D

[
[

Level of Performance: All tems must receve FULL or N/A responses. If any item receives a NO or PAR-
TIAL response, review the material in the information sheet, Preparing a Long-Range Plan, pp 18-25, revise
your plan accordingly, or check with your resource person if necessary.

e
D)
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NOTES
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TEACHER PERFORMANCE ASSESSMENT FORM

Develop Long-Range Program Pians (A-9)

Directions: Indicate the level of the teacher’s accomplishment by placing
an X in the appropriate box under the LEVEL OF PERFORMANCE heading.
If, because of special circumstances, a performance component was not ap-

nlicable, or impossible to execute, place an X in the N/A box.

Name

Date

Resource Person

In developing the long-range program plans, the teacher:
1. identified long-range goals for the program ..........

2 obtained input from the advisory committee . .......

3. kept administrators informed about the long-range plan-
ning process and secured their cooperation .........

4. worked cooperatively with other faculty members . . ...
The goals on which the iong-range program plans were
based:

5. were significant to the development of the program .

6. were consistent with:

a. national and local data or: occupational supply and de-
mand . .... . . ..... C e

b. students’ interests .. .. ... .  .....

c. existing evaluation data

7. were consistent with other long-range plans for the occupa-
tional speciaity, service area, and institution ........

8. were realistic (attainable) ............
The long-range program plans inciude:
9. goals and specific objectives for a time span of three to
five years . ... ... e e
10. detailed pl~nning for a time span of one to two years,
including:
a.atimeschedule........... ...... ... ... ...
b. flow chart or progresschart . .............

required resources list. . ............ ......

o

d. activities to achieve thegoals ...............

11. clearly defined starting and complstion dates for each goal

35 17
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. a budget for required additional resources that includes:
a. the items necessary to achieve the goals

{3

2 |
u

b. item costs

. categorical and total costs

d. realistic priorities for acquiring the resources

. a series of activities or action steps that are:
a. relevant to the specific objectives

b. sufficient to achieve the specific objectives

¢. reasonable in terms of the amount of time allowed to
complete each activity or action step

. acalendar or chart indicating when each of the action steps
is to occur. .. Ce e e
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. evaluation procedures that identify:
a. the data to be gathered
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b. simple evaluation procedures to be used
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. the timetable of evaluation events .

Level of Performance: All tems must receive N/A, GOOD, or EXCELLENT responses. If any item receives
a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine what addi-
tional activities the teacher needs to complete in order to reach competency in the weak area(s).
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ABOUT USING THE NATIONAL CENTER’S

PBTE MODULES

Organization

Each module is designed to helo you gain competency ina
particular skill area considerc . important to teaching suc-
cess. A module is made up of a series of learmning experi
ences, some providing background intormation, some pro-
viding practice experiences, and others combining these
two functions. Completing these experiences should en-
able you to achieve the terminal objective in the final
learning experience. The final experience in each module
always requires you to demonstrate the skill in an actual
teaching situation when you are an intem, a student teach-
er, an inservice teacher, o occupational trainer.

Procedures

Modules are designed to allow you to individualize your
teacher education program. You need to take only those
modules covering skills that you do not already possess.
Similarty, you need not complete any leaming expenence
within a module it you already have the skill needed to
complate 1t. Therefore, before taking any module, you
should carefully review (1) the introduction, (2) the objec-
tives listed onp. 4, (3) the overviews preceding each leam-
ing experiencs, and (4) the final expenence. After compar-
ing your present needs and competencies with the informa-
tion you have readinthese sections, you shoutd be readyto
make one of the following decisions:

e That you do not have the competencies indicated and
should compilete the entire module

¢ That you are cornpetentin one of more of the enabling
objectives leading to the final learning expenience and,
thus, can ornitthose leaming expenences

e That you are already competent in this area and are
ready to complete the final lsarming experience In
ordar to “test out”

e That the module Is Inappropriate to your needs at this
time

When you are ready to complete the final learning experi-
ence and have access to an actual teaching situation,
make the necessary a-angements with your resource per-
son. If you do not complete the final experience success-
fully, meet with your resource person and arrange to (1)
repeat the expenence of (2) complete (or review) previous
sections of the module or other related activities suggested
by your resource perscn before attempting to repeat the
final experience.

Options for recycling are also available in each of the
learning experiences preceding the final experience. Any
time you do not meet the minimum leve! of performance
required to meet an objective, you and your resource per-
son may meet to select activities to help you reach compe-
tency. This could involve (1) completing parts of the module
previously skipped, (2) repeating activities, (3) reading sup-
plementary resources of completing additional activities
suggested by the resource person, (4) designing your own
learning experience, of (5) completing some other activity
suggested by you or your resource person.

Terminology

Actua! Teaching Situation: A situation in which you are
actually working with and responsible for teaching sec-
ondary or vocational students or other oc-
cupationa! trainees. An intem, a student teacher, an in-
setvice teacher, or other occupational trainer would be
functioning in an actual teaching situation. if you do not
have access to an actual teaching situation when you are
taking the module, you can compiete the module up to the
final leaming experience. You would then complete the
final leaming experience later (i.e., when you have access
to an actual teaching stuation).

Alternate Activity or Feedback: Anitem that may substi-
tute for required items that, due to special circumstances,
you are unable to complete.

Occupational Specialty: A specific area of preparation
within a vocational service area (e.g., the service area
Trade and industrial Education includes occupational spe-
cialties such as automobile mechanics, welding, and elec-
tricity. .

Optional Activity or Feedback: An item that i1s not re-
quired but that 1s designed to supplement and enrich the
required itemsin a lgaming experience.

Resourua Person: The person in charge of your educa-
tional program (e.g., the professor, instructor, administrator,
instructional supervisor, oooperating/supervismg/class-
room teacher, or training supervisor who is guiding you In
completing this module).

Student: The person who s receiving occupational in-
struction in a secondary, postsecondary, or other training
program.

Vocational Service Area: A major vocational field. agn-
cultural education, business and office education, market-
ing and distributive educaton, health occupations educa-
tion, home eccnomics education, industnal arts education,
technical education, or trade and industnal education.

You or the Teacher/Instructor: The person who is com-
pleting the module.

Levels of Performance for Final Assessment
N/A: The criterion was not met because it was not applt-
cable to the situation.

None: No attempt was made to meet the criterion, al-
though it was relevant.

poor: The teacher s unableto perform this skill or has only
very limited ability to perform it.

Fair: The teacher is unable to perform this skill in an ac-
ceptable manner but has some ability to perfom it.
Good: The teacher is able to perform this skill in an eftec-
tive manner.

Excellent: The teacher is able to perform this skillina very
eftective manner.
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Mansge Your Budgeting and Reporting Respongibilities
Amange for imp of Your Vocational Facit

Titles of the National Center's Performance-Based Teacher Education Modules
Wkwm.wm,mem Ca G:WM”Y
Prepare Comemunity Develop & Schook-Community ‘our Vocstional Program
A2  Conduct & Community G2  Give Presenistions 10 Premote Your Voostional Program
A3 Report the Findings of a Community Survey G3  Osvelop Brachures 10 Promote Your Veostiensl Program
A4 Organize an Occupsiionsl Advisory Commitiee G4 Prepare Displays 10 Promete Your Viedalions. Program
AS  Meinmin an Ocoupstional Advisory Committes G-5  Prepare Nows Reloates 4 Articies Conosming Your Vocationsl Program
A8 Develop Program Josis and Objectives G8  Arrange fer Telovision and Radio Presenistions
A7  Conduct en Ocoupational Anelysis Conoeming Your Vocationsl Program
A3  Develop a Course of Study G-7  Conduct en Open Hoves
A Dwvelop Long-Range Program Pians G8  Work with Members of the Community
A10 Conduct & Student Follow-Up Study G-9  Work with $i0te and Lecel Educators
A11  Evalusie Your Vocstional Program G-10  Othsin Yeedback sbout Your Voosiionsl Program
Category H: Yosstionsl Student Orgentoation
Category §: inetructional Planning H1  Davelop & Personal Phissophy Conosrming
81 Determine Nesds and inerems of Students Voostions! Swudent Organizations
B2  Develop Siudent Periormence Obj” tives H2  Establish & Vocesienal Siudent
83 Develop & Unit of instruction H3 mwmm Leadership Acles
84 Develop & Lesson Plen H4  Assist Veostional Student Organization Members in Developing and
85  Select Swdent hetructional Materiale Financing a Yeerly Program of Activities
> ! ﬁ MW#MWMM&
Category C: instructionsl Execution Category 1: Profescional Aole and Development
G Direct Fleid Trigs o M Keep Upiodate Prefessionally
C2  Conduct Group Discucsions, Panel Di 2 Serve Your Teaching Profession
C3  Employ Brainstorming. Buzz Group, and Question Box Techniques 13 Develop an Active Person: Philosophy of Education
C4  Dwect Swudents in instructing Other . Serve the School and Community
S S on o e IS Obtain a Sukabie Tasching Poskion
Swdent Study 2] Provide Laboratory Experiences for Prospective Teachers
7 Drwct Seudent Lasorstory Experience 7 Pian the Sudent Tesching Experience
o m““‘wm:'aww" Probiem-Soiving Techriques 12 Gupervies Student Teachers
the
C-10 Introduce s Lesson Category J: Coordination of C .
C-11  Summarize s Loseon H1 Guidelines for Yorw Cooperative Program
C-12 Empioy Oral Questioning Technioues J2  Manage the Atlendance, Trawiers, and Terminations of Co-op Students
C13 E Reinkrcement Techniques J3  Enroll Students In Your Co-0p
C-14  Provide Instraction for Slowsr and More Capable Learners J-4  Secure Training for Your Co-op Program
C-15  Present an Mustrated Talk J5  Place Co-op Students on the Job
C-18 Demonstrate s Manipulative Skill j-g Deveiop the Training Ability of On-the-Job Instructors
C-17  Demonstrate & Concept or Principle - Coordinate
c18 W|m j:g Evdum;oopsm?m‘omw Performance
C-19  Employ the Team Teaching Approach Prepare Releted
C-20 Use Sudject Matter Experts 10 Present Information J-10  Superviee an k.7 Appreciation Event
C-21  Prepare Bulletin Boards and Cahibits e Competency-Based Education (CBE)
C-22 Present information with Modeis, Real Objects, and Flannel Boards K-1  Prepare Yourselt for CBE
C-23 Present Informatich with Overhead and Opaque Matenals K2  Organize the Content for a CBE Program
C-24  Present information with Filmstrips and Siides K3  Organize Your Class and Lab % install CBE
C25 Present Information with Fiims K-4  Provide Instructional Materiels for CBE
C-28  Present Information with Audio Recordings K5  Manage the Dally Routines of Your CBE Program
C27  Present In jon with T d and Videotaped M: K-8  Guide Your Students Through the CBE Program
C28  Employ Prograamed Instruct racory L: Serving with Specisi/Exceptionsl Needs
C29  Prosent it with the Chatkboard and Fip Chan L Yourset! 10 Serva Excoptional Students
L:g Nentity and Disgnose Students
L

D2 \seees Student Performance: Know| . Modify the E 0
D3+ weess Student Perlormance: Attkudes t.g [ m‘m’ o E “‘E"§t‘ *
D4 A sess Student Performance. Skills L7 Use instructional Techniques 10 Meet the Needs of Excepticnal Students
05 D xermine Student Grades L8  Improve Your Communication Skits
D6 Evaluate Your instructional Effectivenss~ L-9  Asesss the Progress of

L-10 Exceptionsi Students Pevsonat-Social Problems
Category E: Instructional L-11  Assist Excoptional In Developing Career Planning Scils
E1 P fnstructions! Resource L12 Students for Employ ikity

E4  Maintain 8 Flling 5 Category M: Assieting Students in improving Their Basic Skira

s m,o,s;;g,:,"w""' M1 Aselst Stdents In Achieving Basic Reading Skills

€6  Provide for the First Ald Needs of Students M-2 Students In Developing T Reading Siitts

E7  Assist Students in Developing Seii-Disciptine M3 Aselst Students in improving Their Writing Skills

E6  Organize the V Lsboratory M-4  Asslst Students In improving Their Oral Communication Skifis

E9  Manage the Vocationsl Laboratory M5 Assist Students in Improving Their Meth

E10 Combat Problems of Student Chemicat Use M6 Asaist Students in Improving Their Survival Skits
Category N: T Aduits

Category F: Guidence . Prepare to Work with Z3ult Leamers

F1  Gather Student Data Using Formal Date-Collection Techniques Market an Adutt Education Program

F2  Gsther Student Data Through Personal Contacts N3 Deter -0 individual Training Needs

ge the Aduit |
Evaluate the Performance of Adults

FS Asasist Students in Applying for Employment or Further Education

RELATED PUBLICATIONS

Student Guide to Using Performance-Bassd Teacher Education Materials

Resource Person Guide to Using Performance-Based Teacher Education Materials

Guide to the implementation of Petformance-Based Teacher Education

Performance-Based Teacher Education: The State of the Art, General Education and Vocational Education
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